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UG-Monthly Account Summary

— Dynamic Budgets User Guide
for Monthly Account Summary

‘ DYNAMIC

BUDGETS

User Guide

for

Monthly Account Sui

O Click on Reports.

udgets - FRHUBERTF. - _dynamicou

Budgets J.-‘u"anances |

O Click on Monthly.

AUBERTYF. Hubert - T84T/ 2195139 25000 - DB T4/ _dynamicbudgets

Jl-‘u"ariances
Monthly ¢
i| Monthly:
@ Comparative g j Monthly |
i8] Capex/Currency b ﬂ Monthly -
|$1 Custom Reports 3 |—T‘,‘1 Monthby J

O Click on Monthly Summary-
Accounts.

F_dynamicbudgets

* j Monthly P/L - Company

b ﬂ Monthly - Consolidated P/L

» | 3 Monthly Actuals - Trc Review
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0 Click on CompanyDB
dropdown list.

For this example, we will select
DB3147_twol8.

LU m UUU,E“ _r Yaran T I ! l'\:FUlI:

- &= Print [T Exportto Excel *% Printto PDF [ AutoSize Columns

- Display Level 1 = Row Format <MNo Format>» -

O Click on Budget|D dropdown
list.

For this example, we will select
2024 Actual.

Print [I= Export to E:
play Level 1 v

hSize Columns

O Click on OrgUnit dropdown
list.

For this example, we will select
100-Administration.

LompamyliB=  BuogEuo™ Orgunit Kollup
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Click on Object dropdown list.

For this example, we will select
5150-Employee Benefits-Admi
nistration.

J

Click on Search.

- Salaries and Wages
- Overtime Pay - Administration

150 - Employes Benefits - Administration
- Health Insurance Expense - Administration
= Payroll Taxes - Administration
- Training - Administration
- Company Car - Administration
- Supplies Rental - Administration
- Supphes Hardware - Administration
- Supplies [Software - Administation
- Supplies-Allocated - Administration
- Dues & Subscriptions - Administration
- Repairs & Maintenance Expense-Staff
- Rent Expense - Administration
- Utiities Expense - Administration
- Postage Freight Expense-Staff
- Telephone - Administration
=~ Travel - Administration
- Meals Entertainment - Administration
- Square Footage-Administration
- Employee Count-Administration

9030 - Fixed Assets-Computer Cabinets

— Now you see the display of

OrgUnit 100 & Object 5150.

10

- i Print ¥ Exportto Excel % Printto PDF [] AutcSize Columns

lay Level 4 ~ Row Format <

ountium
» 100-5150-00 | Employee Benefits - Administration

¢ AccountDescr Jan
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0 Click on Object dropdown
list.

For this example, we will
select all.

n

O Click on Search.

Format>

3

Overtime Pay - Administration

- Bonuses - Administration

- Prafit Sharing - Administration

- Employee Benefits - Administration

- Health Insurance Expense - Administration
- Payroll Taxes - Administration

- Training - Administration

- Company Car - Administration

- Supplies/Rental - Administration

- Supplies Hardware - Administration

- Supplies Software - Administation

- Supplies-Allocated - Administration

- Dues & Subscriptions - Administration
- Repairs & Maintenance Expense-Staff
- Rent Expense - Administration

- Utilites Expense - Administration

- Postage Freight Expense-Staff

- Telephone - Administration

- Travel - Administration

« Meals [Entertainment - Administration
- Square Footage-Administration

- Employee Count-Administration

- Fixed Assets-Computer Cabinets

This is the view for Row
Format- No format.

b
b
Apr May Jun Jul
L = J L L
13 | orgunit
— Results are displayed.
® 100 - Administration v <all>

k= Print [[¥ Export to Excel ™ Print to PDF

|| AutoSize Columns

Dis; Level 1 ~ Row Format <MoF >
You can also change the play o Format
display level. . :
100-5150-00 = Employee 301985, 141932 141983
3 | Benefits - i
- Administration |
100-5170-00 | Payroll Taxes - 1.218,61 4137 | 419,55
| _Administration i
Jan 29, 2019 4 of 9
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2, [raten v T<al>
Click on the Row Format . .
O dropdown list. % Export to Excel Print to PDF AutoSize Columns
For this example, we will i = Row Format | <No Format>
select Company P&L. ¢ AcfpuntDescr  [<NoFormat> Mar
0-00 | loyee Dept P&L 83 1
| Bhefits - e
E Adninistration | DW-D![J‘I:F&!L _ i
0-00 | Payroll Taxes- |  1,218.61 | 4137 419.55
i Administration :

This is the view for Row
Format-Company P&L.

o)

You see the detalil
transaction(s) available

by clicking on the + button
next to 100-Administration to
expand.

This is the view for Row
Format-Dept P&L.

o)

You see the detail
transaction(s) by clicking on
the + button next to 6160- 100-6160-00 Dues & Subscriptions - Administration
Dues & Subscriptions-Admini b
stration to expand.

- 6160 - Dues & Subscriptions - Administration

This is the view for Row
Format-Div-Dept P&L.

®)

You see the detail
transaction(s) by clicking on
the + button next to 6160- | 100-6160-00 Dues & Subscriptions - Administratio
Dues & Subscriptions-Admini
stration to expand.

~ 6160 - Dues & Subscriptions - Administration
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Export to Excel ™% Print to PDF || AutoSize Columns

o)

You can view transaction
date, date posted, amount,
currency, reference,
description, vendor/customer
ID.Along with vendor/
customer name, journal
entry, source document,
order document and posted

20

18
O Now let's click on the account
number and amount that 1 ~ Row Format <Mo Format> -
you wish to view. ¢ AccountDescr Feb M
Make sure the amount cell is 0 Employee 1,419.32 1,419,
gray Benefits -
’ Administration
1] Payroll Taxes - 1,218.61 413.7 419,
Administration
10 Training = 1,500 -
Administration |
F L L TR l_r . I L l* I FY - '!u-l.-flullllll
. . . -|9
O Right-Click, click on Month at <No Format> -
Transactions.
scr Apr
1,373.32
ion
gi - 389.03
ion

Select All Ctrl+A

Copy.. Ctrl+C
Copy with headers.. Ctrl+H

Amount Curren

by. 01/15/2024 i 017011990 63.04 | Z-USs
01/15/2024 : 01/01/1990 4836 Z-USs
) ) 21
O Click on the X to close this

window. f"’
Totak 3,019
Dec Tol
1,432.74 18,609.6
413.57 £,199.1
Jan 29, 2019 6 0of9
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& email it to the accountant | a
for correction.

) . ) 22 mat <MNo Format> -
O Now right-click, click on YTD
Transactions. E5Cr Api
; 1,373.32
ation
hes - 389.03
ation
Copy.. Ctrl=C
ation
Copy with headers.. CtleH L
C =
o Paste..
L = | _h P v rien m-l AU LT s
) ) 23
— You can view transaction
@ date, date posted, amount,
currency, reference,
description, vendor/customer
ID. Along with vendor/ TRXDATE DatePosted Amount Curren
customer name, journal _ | - - IE_
entry, source document, 5 . .
order document and posted -
by. 01/15/2024 01011990 63.04 2—u5$|
01/15/2024 010171990 40.35 Z—u51|
Ceount .
) 24
O If there is an error present, — TRXDATE DatePosted
you can copy this information

Click on/Highlight the data. It

will turn gray.

| 01/15/2024 | 01/01/1990
4 01/15/2024 01/01/1990
| g | f1f18 M09 | Ao i ean

25 F 100-5150-00 Employee Benefits - Administration

O Right-Click. Click on Copy
with headers. »

You can paste the data in an
email or Excel.

.....................

Check &All
Uncheck All

.....................

Ao obmC i ™ mlls i T W

Jan 29, 2019
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Dynamic Budgets is now in
the email.

1

26
O For this example, we will use 4
email. Alt + Tab to compose
your email.
-
Right-Click, paste.
Font.
= Paragraph..
27 Ce..,
Transaction information from Sa
| Subject

01/15/2024 01/01/1990 63.04

RowlD TRMDATE DatePosted Amount Currency REFERENC
Z-Us5 UPRCCOOQ000

O Type correction message in
the body of the email or
subject line, add recipient
and send.

28

=

nd

To... |

SITEOET o LB} CDEFC TEAL

Subject

| SA Please make correction ta the entry enclased. It should have b

owlD TRXDATE DatePosted Amount Currency REFERENCE

0i1/15/2024 01/01/1990 63.04  Z-UsSS UPRCCOC0O00001
) ) 29
O Click on the X to close this
window in Dynamic Budgets. T‘n
Total: 3,019
) Dec To
§ 1,432.74 18,609.¢
Jan 29, 2019 8 of 9
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O The advanced option is used
when customers have long
account numbers and want
to perform lookups by

account segments. i | - ] Exdlude zero vak
Click on Advanced.

lay Jun Jul Aug Sep Oct Mowv

-IwI:
Seg? | | oses |

You can lookup any segment ‘ﬁ Use of the Advanced Search by Segments will cause Orglnit and Object s
up to segment 10.

3]

O All accounts are displayed for
segment1-100. ——

\9 Accounts highlighted are itemized, cick the account number link to edit line
Dashboard Account Details

CompanyDB: DB3147_two18 BudgetID:

32 CompanyDB™ BudgetlD* OrglUnit Rollup
O Helpful Screen Tools: |[B314?_tm13 w |m24m w |G-M
1) Print

Print to PDF. —

2)

3) Export to excel.

4) AutoSize the Columns
5) See # of rows 6)
Increase or decrease the

- Print ¥ Exportto Excel % Printto PDE [ AutoSize Columns

o . - Lhs evel 4 = Row Format <PMo Format> -
magnification of the screen and
with (A+ or A-) Accountium * AccountDescr Jan
: 100-5150-00 - Employee 3,019.85 1,41
> . Benefits - i

33

O That's It. You're Done.

BUDGETS

DYNAMIC ﬁ%}m%

That’s It. You’re Done.
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